The Northwest Catholic Counseling Center

Serving all regardless of taith or finances

How to Download NCC Client Paperwork

Disclaimer: Please be patient with us and with yourselves as we all navigate this technology together!

Once you have your first appointment scheduled, you will need to fill out new client paperwork by
downloading a fillable PDF document. The full client packet can be found on our website at:
https://www.nwcounseling.org/services/the-first-visit/

You must have the most updated Adobe software, which is free. Click here to download:
https://get.adobe.com/reader/otherversions/

Click the link to the packet you need to fill out — either “First Visit Packet — Adult” or “First Visit
Packet — Child/Adolescent.”

The document should open in your browser as shown below. In the top right corner, there is a button
with an arrow pointing down. Click that button to download the paperwork.
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Informed Consent and Notice of Privacy Practices

‘This Consent Form is to provide an explanation of treatment, the risks associated with treatment,
and The Notice of Privacy Practices for Protected health information (PHI) regarding

(Print name of person to receive services)

In addition 1o the above reasons, this form is to also give consent for treatment at The Northwest
Catholic Counseling Center (NCC). When we use the word “I” or “me” below, it will mean
yourself, your child, relative, or other person you have legal guardianship of and for whom you
can give consent to share information and to receive treatment.

Tunderstand that as a client of NCC, I am eligible to receive a range of services. The type and
extent of services that I will receive will be determined following an initial assessment and
thorough discussion with me. The goal of the assessment process is 10 establish the best course
of treatment. The information you provide will remain confidential with some exceptions
allowed by law and the prescriber and/or counselor code of ethics as described in the remainder
of this document.

‘While getting services at NCC, it may be necessary for staff 1o communicate, consult, or
coordinate with other NCC staff. Written authorization for such communication within NCC will
not be requested. Prior to any discussion with other NCC stafT, 1 understand that I will be
informed as to what communications will be exchanged. In other circumstances for exchanging
information outside of NCC, a writien consent to release information will be obtained from you.

1 further understand that there are specific exceptions to keeping confidentiality where a clinician
is ethically and/or legally bound to take necessary steps to prevent harm to myself or o others:

1. When there is risk of harm to myself or someone else.

2. When there is suspicion that a child, person with a disability, or an elder is at risk of
o is being sexually, physically, or emotionally abused or neglected.

3. When a valid court order is issued for disclosure of information or records

Tunderstand that while mental health services, assessments, and/or medication, may provide
significant benefits, they may also pose certain risks. Counseling and assessments may elicit
uncomfortable thoughts and feelings or may lead to the recall of troubling memories. Change
may occur for the individual in treatment. The family or other relationships may resist the
changes made. Assessments may reveal the need for more intensive treatment. Medications may
have unwanted side effects.

(Signature required on second page)
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One of the following options will happen:

1) The PDF will download directly to your “Downloads” folder. The location of the
“Downloads” folder depends on the type of computer you have.

2) This screen should pop up. Save the document to your “Desktop” for easy access.
Click the arrows and choose “Desktop” if that option wasn’t automatically chosen.
Click “Save.”
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Go to your downloads folder or desktop (home screen) and double click the document you
just saved.
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Fill out the paperwork by typing into the gray boxes.

When you’ve completed the paperwork, it’s time to save the document. Click “File,” then choose
“Save as™:
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Add your initials at the end of the first line. Save it to your desktop.
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Once it is saved, go back to your desktop/home screen and click on the document vou just
saved (with your initials on them) and check that the document is filled out.

Send back to NCC prior to your first appointment.

Talk with your therapist about the best way for you to do this. Your options are:
e Printing out the completed document and drop it off or mail it to: The Northwest Catholic
Counseling Center at 8383 NE Sandy Blvd, Suite 205 in Portland, OR 97220.
e Uploading it to NCC’s Client Portal (see below for further instructions).

If you have any trouble downloading the form, filling it out, or sending it, please contact us at
info@nwcounseling.org.

How to Upload Paperwork to Client Portal


mailto:info@nwcounseling.org

Go to the NCC Client Portal by clicking this link: https://portal.nwcounseling.org .
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| accept the terms of the NW Counseling Privacy Policy

Enter your name in the portal, then click “Browse” to upload your intake packet.

Each computer will be a little different, but find where you saved the intake packet (saving it on

your Desktop will be easiest), click on the packet, and click “choose.”
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You’re all set!
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